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Comptroller o S 7 27 July 1953

Chief, Fiscal Division

Propoeed Change in Procedure of Reporting Each Pay Period
to Individusls Their Salery Earnings and Deductions

1. <{onelderation is being given to simplifying our method
of furnishing the {ndividual with information of the items
entering into the computation of his pay check and presenting it
in & manner more understandable to him.

2. Under the present procedure an individual, whose
earnings for the pay period consist only of hiu normal pay,
receives a copy of the Time end Attendance Report (T/A) along
with his pey check; and, in instances where the individual has
additionel compensation he also receives sn IEM card form "Notice
to Employee of Additional Compensation”. This procedure reguires
the use by the individual of the T/A report and the IEM cerd to
understand, or verify the correctness of, his check. Furthermore,
under this procedure the Payroll Branch in its distribution
function is required to group the pay checks, T/A veports and
the additional compensation cards, when involved, by allotments.
The above documents also require merging sccording to individusels
in the administrative offices after they are received from the
Payroll Branch.

3. Under the proposed procedure every individual will
receive with his pay check a single Statament of Esmmings and
Deductions which will be &ll inclusive, readily understandsble,
and the net emount ghown thereon will agree with the amount shown
on the pay check. Furthemmore, distribuntion will de simpliified
in the Payroll Brench and the administrestive offices, since the
pay checks snd the ststements will be mechenically merged within
the pay check issuance and IBM operations. Whereas at present
the administrative offices return the original and copy of the
T/A report to the Peyroll Branch, under the proposed procedure
the administirative offices will be pemuitted to retain the dupli-
cate copy for disposition &s desired; or, the future may determine
it desirsble to furnish the afministrative offices, in the first
instance, only &n originel T/A report to be returned to the Payroll
Branch. However, in the event of & decentralization of leave
records such & dupllcate copy would be required in the adminis-
tretive offices as a record of the individual’s leave. Therefore
the proposed procedure is considered an improvement and s more
efficient operation with elther & centralized or & decentralized
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leave procedure. If leave records are not to be decentraliged

in the futupe the duplicate copy of the T/A report could be
eliminated under the proposed procedure therchy effecting & saving
of approximately $2000 per anmum in the cost of the T/A form; and,
the workloed in the Payroll Branch would be lessened by eliminating
the operation of separating the originsl snd copy of the T/A fomms
and removing the carbon paper.

4, The present procedure reguires producing spproximately
3000 additiomal compensation cards and involves the following:

" 3 Ban Bours Lebor $5.25
Hachine Rentsl 1.67
Card Cost 3.13

Total Cost Per Pay Perlcd  $10.07
proposed procedure would reguire producing aspproxi-

25X9 nate Employee Steiement of Barnings snd Deductions cards
involving the following:
8% Man Hours Labor 31k .45
Hachine Rental a,:
Card Cost 8.40

Totel Cost Per Pay Period $h7.23

5. Without giving consideration to the possible envings of
spproximately $2000 per annum in the cost of T/A forms as mewtioned
gbove the additional anrmual cost of the proposed procsdure in the
IR operation smounts to $960.16. However, $590.46 of this eddi-
tional cost is for machine rental end is & part of the present
rental copt of the Maschine Records Branch; thus, this would not be
an additionsal cost until such time es overall utilization of
mechines in that Branch required additional machines. This sllght

tional cost of the IHM operstion seemg Justified when considered
with: improved reporting %o &ll individusls, simplificstion of the
distribution functlion with an estimated saving of. approximetely
$700 per annup in the Payroll Branch, end eliminstion of the
merglng operetion with an cestimated equal saving in the admini-
gtrative offices.

5, There is ettached a format of the proposed new IBM cerd

and your considerstion and spprovel of the proposed procedure,
with return of the formai, is requested.
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